Historic,  archived  document 


Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


I 


IT.IITED.  STAINS  DElVrH® '-EUT  OF  AGRICULTURE 

OFFICE  OF  ! DIETING  SERVICES-  

Washington  25,  flJ  C.    jj  KSja  3£  '^^•^ 

f    .;rp  *?»      -A  $b  v 
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S^PECIilL  HOTI£E__TO  ALL  FljjftjJ'  ffg^j&g^ ... 

ADMniLSTOJ IJ^S^RJTECES , _F^NAI^E_^D^PJ3RS OJWEL_PBOCEDURE£  FOR.  FISC/JLjrE&fe  }9h^ 

Effective  July  1,  19^5*  "the  Office  of  Ma  rice  ting  Services  will  operate  through 
four  Area  Offices  located  at  New  York,  Chicago,  San  Francisco  and  Dallas.     In  each 
of  the  Area  Offices  there  will  be  an  Administrative  Services,  Finance  and  personnel 
Office. 

The  country  will  be  divided  into  Areas  as  follows: 


Area  1  —  Area  Office    New  York  City 


Connecticut 
Delaware 
Florida 
Georgia 


Maryland 
Massachusetts 
Mew  Hampshire 
New  Jersey 
New  York 


Maine 

Area  2.  —  Area  Office    Chicago,  Illinois 


Illinois 

Indiana 

Iowa 

Kentucky 


Michigan 
Minnesota 
Nebraska 
North  Dakota 


North  Carolina 
Pennsylvania 
Rhode  Island 
South  Carolina 
Vermont 


Ohio 

South  Dakota 
Tils  cons  in 


Virginia 


West  Virginia 


Area  3  —  Area  Office    San  Francisco,  California 


Ar i zona 

.California 

Colorado 


Idaho 
Montana 

Nevada 


New  Mexico 

Oregon 

Utah 


Cities  of: 

St.  Louis,  Mo. 
Webster  Groves,  Mo# 


Washington 

Wyoming 

Hawaii 


Area  I4.  —  Area  Office    Dallas,  Texas 


Alabama 
Arkansas 
Kansas 
Louisiana 


Mississippi 

Missouri  (with  exception  of  St.  Louis  and  Webster  Groves) 

Oklahoma 

Tennessee 

Texas 


BETTERS  OF_^HORIZAT  ION_ 

Letters  of  Authorization  will  be  issued  to  the  Officer  in  Charge  and  will 
indicate  only  the  -title'  and  station.    This  will  eliminate  the  necessity  of  issuing 
new  station  Letters  of  Authorization  each  time  there  is  a  change  of  Officer  in 
Charge.     Sub-Letters  of  Authorization  will  be  prepared  in  the  same  manner  as  last 
year  and  will  show  the  name  and  title  of  the  person  to  whom  issued.     These  will  be 
signed  by  Officers  in  Charge  over  the  same  title  and  designation  as  shown  in  station 
Letters  of  Authorization.     No  Appropriation,  Code  numbers  or  funds  will  appear  on 
Letters  of  Authorization. 
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FE3RS0KKM,  ACTIONS 

The  procedure  on  personnel  actions  for  the  Fiscal  Year  I9U6  will  remain  the 
same.     Prior  approval  must  be  obtained  from  TTashington  for  all  personnel  actions, 

• 

During  the  past  fiscal  year  the  Regional  Supervisor  of  the  Fresh  Products  Stand- 
ardization and  Inspection  Division  located  at  New  York  was  responsible  only  for  the 
preparation  of  personnel  actions  for  the  employees  headquartered  in  the  former  Office 
of  Distribution  Northeast  Region.     Effective  July  1  he  will  be  responsible  for  pro-  * 
paring  personnel  actions  for  all  employees  in  the  Fresh  Products  Standardization  and 
Inspection  Division  headquartered  in  Area  1,  submitting  actions  to  the  Area  per* 
sonne 1  Office  at  New  York.  1 

The  Regional  Supervisor  for  the  Fresh  Products  Standardization  and  Inspection 
Division  at    Chicago  was  responsible  only  for  preparing  personnel  actions  for  those 
employees  located  in  the  former  Office  of  Distribution  Midwest  Region.  Effective 
July  1  he  will  be  responsible  for  preparing  all  personnel  actions  for  employees 
headquartered  in  Areas  2  and  1+,  submitting  actions  to  the  Area  personnel  Offices  at 
Chicago  and  Dallas,  respectively.     Should  any  actions  be  necessary  for  the  State  of 
Colorado,  these  Will  be  prepared  by  the  Regional  Supervisor  at  Chicago  and  submitted 
to  the  Area  personnel  Officer  at  San  Francisco. 

ii.ll  Fresh  Products  Standardization  and  Inspection  Division  personnel  actions  in 
Area  3,  with  the  exception  of  the  State  of  Colorado  will  be  prepared  in  TTashington 
and  forwarded  to  the  Area  personnel  Office  at  San  Francisco, 

In  the  case  of  the  Processed  Products  Standardization  and  Inspection  Division, 
the  Regional  Supervisor  at  Nov/  York  will  prepare  all  actions  for  personnel  head- 
quartered in  Area  1  and  submit  them  to  the  Area  Personnel  Office  at  Now  York;  the 
Regional  Supervisor  at  Chicago  will  prepare  all  actions  for  personnel  headquartered 
in  Areas  2  and  £4.  and  submit  them  to  the  Area  Personnel  Office  at  Chicago  and  Dallas, 
respectively;  the  Regional  Supervisor  at  San  Francisco  will  prepare  all  personnel 
actions  for  employees  headquartered  in  Area  3  a*id  submit  them  to  the  Area  Personnel  • 
Office  at  Srn  Francisco. 

All  personnel  actions  for  the  Regulatory,  Marketing  Programs  and  Market  News 
Divisions  will  be  prepared  in  ITashington  and  forwarded  direct  to  the  respective 
Area  Personnel  Office. 

HO.  XO^J^PUBLIC  VOUCHER  FOR  PURCH/^E^S  ±ND  SERWCESJ)TIgRjrHfi.N  £ERS01to_i^_lT0._101g 
VOUCHER  F  OR  PER  £  my^/QR  REE.IBURSEI  ST  j?F_E7AJpISE_S  J,ITCIDE1]T_T0  OFFICIALjC^JJEl. 

All  No.  103^  and  No.  1012  Vouchers  will  be  submitted  to  the  respective  Area 
Finance  Office  in  which  you  are  officially  headquartered.    All  remaining  1031-j-  &  1012 
Vouchers  covering  expenditures  during  Fiscal  Year  19^5  will  be  submitted  to  the  Area 
Finance  Office  in  the  area  in  which  you  are  officially  headquartered. 

All  reimbursement  vouchers  must  be  submitted  in  triplicate  —  original  and  two 
crrbon  copies.     The  Letter  of  Authorization  or  Sub-Letter  of  Authorization  Number 
under  Which  the  travel  was  performed  must  appear  on  the  expense  account  along  with 
the  Allotment  Advice  number.    Attention  is  again  directed  to  the  necessity  for.  sub- 
mitting all  reimbursement  vouchers  promptly  in  order  that  we  may  have  an  exact  ac- 
counting each  month  of  the  expenses  incurred.    All  reimbursement  accounts  should  be 
submitted  not  later  than  the  10th  of  the  month,  or  upon  completion  of  a  particular 
trip. 
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£ODES 

The  code"  used  last  year  will  net  be  iri  use  this  year.    Allotment  Advices  re- 
ceived by  the  Branch  will  be  numbered  and  the  numbers  of  these  Advises  will  replace 
the  Codes  used  last  year.  '  The  Allotment  Advice  number  must  be  placed  on  all  dis- 
bursement documents,  personnel  actions,  Bills  of  Lading,  Purchase  Orders,  Shop  re- 
quests, etc. 


The  following  tabulation  indicates  Advice 

numbers 

by  activities  and 

Area, 

ADVICE 

NUMBERS 

DIVISION                                                                Area  1 

Area  2 

Area  3 

Area  Z+ 

Market  News  Division 

61-1 

62-1 

63-I 

61+-1 

Fresh  Products  Standardization 

and  Ins poet ion  Division 

..61-2 

62-2 

63-2 

6U-2 

RPIA  (personnel  Actions  Only) 

61-1+ 

mm 

mm 

Nebraska -ITyoming  Act i vit i e  s 

- 

62-1+ 

- 

Navy  Fund  will  be  used  for 

personnel  actions  only  and  Advice  Numbers 

will  be  furnished  for  this  purpose  at 

time  of  request. 

Frocessed  Products  Standardization 

and  Inspection  Division 

61-3 

62-3 

63-3 

6U-3 

Calif.  Trust  Fund  Activities 

63-1+ 

New  York  Trust  Fund  Activities 

61-5 

ITar  Fund  will  be  used  for  personnel 

actions  only  arid  Advice  Numbers  will  be  fur- 

nished for  this  purpose  at  time  of  request. 

Regulatory  Division 

61-6 

62-5 

63-5 

Market  ing  pr  ogr cms  D  i vi  si  on-Mar ket  ing 

Agreements 

61-35 

62-1+7 

63  -3k 

6k-L& 

Commodity  Analysis 

61-14+ 

62-1+8 

65-35 

6U-l+,7 

*  Tfar  Food  Activities 

61-1+5  ' 

62-U9 

63-36 

6h-hS 

Lend-Lease  Activities  -  Advice 
Numbers  will  be  furnished  at  a  later  date«o 

Subsidy  payments  -  Advice  Numbers 
will  be  furnished  at  a  let  er  date . 

Please  be  aure  that  the  proper  number  appears  on  all  disbursement  documents. 

REPORTING  FCR1.IS  s 

It  will  be  necessary  for  each  field  office  of  the  Fruit  and  Vegetable  Branch 
to  report  all  expenditures,  monthly,  on  Form  No.  01.IS-1+1+9*    This  is  necessary  in 
order  to  enable  us  to  know  currently  the  rate  of  expenditures  so  that  we  will  be  i: 
position  to  adjust  funds  when  and  if  necessary.    This  report,  in  duplicate,  -cover- 
ing expenditures  made  during  the  previous  month  must  be  in  the  Washington  Office 
not  later  than  the  10th  of  each  succeeding  month. 


Fresh  Products  Standardization  and  Inspection  Offices  now  reporting  expenses 
on  Form  0US-110  need  not  prepare  the  expenditure  part  of  this  form.     They  must  sti. 
prepare  the  income  statement  and. also  show -the  financial  -condition  of  each  office. 
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^RKET^IMIS  OFF  ICES 

Market  News  offices-'  are  hot;  submitting  a  monthly  expenditure  report  on  Form 
Ol.IS-358  (formerly  FVB-I72).    Monthly  Report  Form  SMS-life  -will  replace  this  form. 
In  addition  to  the  items  requested  on  Form  OJlS-»l}l0,imdertt<*.Ofcher  Expenses"  it  is 
requested  that  you  itemize  quantities  of  mailing  room  supplies  used  each  month* 
This  would  include  mimeograph  paper,  stencils,  ink,  envelopes  and  teletype  paper, 
"Jhcrcver  possible,  please  indicate  the  unit  cost  of  each.    It  is  also  requested 
chat  under  "Other  Expenses"  you  indicate  cost  of  express,  freight  and  drayage.  Us 
Column  1  for  Federal  expenditures  and  Column  2.  for  State  expenditures. 

£P£CHSSED  ^^UmS^S^m^lSf^^^^^^ J?TJE01T_0FFj[.CES_ 

Form  OMS-ijij.9  will  replace  the  present  "Monthly  Financial  Operating  Statement" 
no*;/  prepared  by  all  Processed  Froducts  Standardization  and  Inspection  Officers.  In 
addition  to  the  items  listed  on  Form  OMS-i^  each  office  will  list  under  "Other  Ex- 
penses" and  indicate  in  Column  2  salaries  of  inspectors  and  clerks.     In  the  space 
"Remarks"  please  indicate  total  receipts  —  commercial  and  Governmental  and  indicat 
net  profit  or  net  loss. 

The  purpose  of  this  form  is  to  reflect  the  same  information  as  was  formerly 
conveyed  in  your  "Monthly  Financial  Go  orating  Statement".  2This  form  "'.Till  be  used  b 
all  offices  of  the  Fruit  and  Vegetable  Branch,     It  is  suggested  that  you  prepare  th 
iorm  in  an  original  and  three  copies.     The  original  and  one  copy  will  be  sent  to  th 
office,  one  copy  will  be  retained  for  your  files  and  one  copy  forwarded  to  your 
Regional  Supervisor.    The  carbon  copy  submitted  to  this  office  will  bo  turned  over 
to  the  Division  Chief. 

^QtAj^^^^^^^Iij^^^^^  PROG  RJ-IS_ 

-.    Regulatory  and  Marketing  programs  Offices  will  report  expenses  as  indicated 
on  the  Form,  except  that  the  Marketing  Programs  Office  will  report  teletype  costs 
und  e  r  " Othe  r  Ex pen  s  e  s " • 

additional  supplies  of  Form  0MS-Ljl|9  Eiay        obtained  from  this  office. 

T^^PORTi^T  I  Ci^REqUEST S 

We  have  been  requested  by  the  Chief  Fiscal  Officer  to  provide  correct  billing 
instructions  on  each  Transportation  Request  issued  by  employees  of  this  Branch  who 
have  been,  involved  in  the  recent  realignment  of  the  designated  Areas  of  the  Office 
of  Marketing  Services, 

Employees  in  the  states  of  Virginia,  North  Carolina,  South  Carolina,  Georgia 
and  Florida  should  change  their  billing  instructions  on  Transportation  Requests  to 
"Office  of  Marketing  Services,  Hey:  York." 

Employees  in  the  states  of  Tennessee,  Alabama,  and  Mississippi  should  change 
their  Transportation  Requests  to  indicate  "Office  of  Marketing  Services,  Dallas, 
Texas," 

Employees  in  the  states  of  Colorado  and  New  Mexico  should  change  their  Trans- 
portation Requests  to  indicate  "Office  of  Marketing  Services,  Sm  Francisco,  Cali- 
fornia." 
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In  the  state  of  Missouri,  with  the  exception  of  the  cities  of  St.  Louis  and 
Webster  .Groves,  Transportation  Requests  should  be  changed  to  indicate  billing  in- 
structions to  "Office  of  Marketing  Services,  Dallas."    Employees  in  the  cities  of 
St.  Louis  and  Webster  Groves  should  change  their  Transportation  Requests  to  indicate 
"'Office  of  Marketing  Services,  Chicago,  Illinois." 

SCHEDULES  OFjDOII£CTIONS 

On  and  after  July  1,   I9U5,  collections  of  fees  and  expenses  covering  the  in- 
spections of  fresh  and  processed  foods  will  be  scheduled  as  follows* 

Fresh  Products  Inspections- 
Commercial  Fees  ,.,,,Are  to  be  credited  to  Miscellaneous 

Receipts  -  I2I4.3IO  -  regardless  of  the 
Fiscal  Year  in  which  service  was  ren- 
dered. 

Vendor  Collections  of  Federal  Facility 

•dor Km*  •• ° o • o ..... o .Are  to  be  credited  to  the  national  Trust 

Fund  -  "128015.1200"  -  regardless  of  the 
Fiscal  Year  in  which  service  was  ren- 
dered.   The  title  of  this  Fund,  for  use 
on  Certificates  of  Deposit,  is  -  "Ex- 
penses and  Refunds,  Inspection  and 
Grading  of  Farm  Products,  Agricultural 
Market  ing  Administration" • 

Expenses..........  .Are  to  be  credited  to  the  Appropriation 

Account  -  those  incurred  within  the  Fis- 
cal Year  I9I4.5  to  "12^10.020"  and  those 
incurred  within  the  Fiscal- Year  19^6  to 
"1262+700.020".     The  titles -of  this  Ac- 
count, for  use  on  the  Certificates  of 
Deposit,  are  -  "Salaries  and  Expenses, 
'  Marketing 'Service,  I9I4.5"  or "Salaries  and 
Expenses,  Marketing  Service,  19146"* 

Frjopes£ed  Products  Inspections'  - 

Fees  and  Expenses,  Commercial  or 
Vendor  Collections  of  Federal  Facility 

Work.  , ............ ,. . . ,# . , .Are  to  be  credited  to  the  national  Trust 

Fund  -  "128015.1200"  -  regardless  of  the 
Fiscal  Year  to  which  the  collections  per- 
tain. 

Continuous  Factory.  Collections.  Are  to  be.  credited  to  the  Individual 

Trust  Fund  in  effect  within  the  State 
in  which  the  service  is  rendered.  Uo 
change  has  been  made  in  the  appropria- 
tion numbers,  of.,  these  Funds.     The  same 
title  is  used  for  all  Trust  Funds  - 
"Expenses  and  Refunds,   Inspection  and 
Grading  of  Farm  Products,  Agricultural 
Marketing  administration,"'  and  should 
appear  on  all  Certificates  of  Deposit 
covering  Trust  Fu.id  collections. 
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please  indicate  the  Fiscal  Year  at  the  center  of  the  top  of  Forn  10li,  Revised 
(Schedule  of  Collections),     Separate  Schedules  shall  be  prepared  to  cover  col- 
lections for  each  fiscal  year.*  please 'indicate  in  the  "Description  of  purpose, etc," 
column  UF&V",  in  order  that  these  collections  nay  be  properly  identified* 

Direct  collections  fron  Other  Federal  Agencies,  for  services  rendered,  will  be 
handled  in  TTashiiigton*    This  ser  vi  ce  sha  11  be  reported  on  Forms  FDA-U95  or  FDA-39 
and  the  forms  f orwarded  to  Yfashington.     Services  chargeable  to  the  Federal  Agencies 
shall  not  be  billed  by  field  offices, 

7Cl  _?Di^39 

*.7e  note  that  services  are  being  rendered' by' '•  employees  of '  other  Divisions  in 
emergencies..     The  office  requesting  this  assistance  should  notify  the  individual  to 
rep6r,t  only  to  the  field  office  requesting  the  service.     This  service  will  be  in- 
cluded in  the  report  furnished  by  the  Field  Processed  Products  Standardization  and 
Inspection  Office,    Heretofore,  it  has  been  the  practice  f or  the.  Pro cessed  Products 
Office  and,  at  the  same  time,  for  the  person  rendering  the  service  to  report  indi- 
vi dually.  -..  This  practice  is  dangerous  and  should  be  discontinued  at  once,  in  order 
to  avoid  possible  duplicate  charges  for  services  rendered.    TTe  would  appreciate  your 
cooperation  in  this  respect,       -  - 

FOJ  i_FDA-I|95_  (Fopxer ly_F_PI-19 )  ; 

Each  Federal,  Agency  requires  certain  information  before  it  can  pay  vouchers  for 
inspection  service,  rendered  and  it  is ■ necessary  that  we  furnish  such  information  as 
desired.    The  basic  requirements  on  Form  FDA-I4.95  are  - 

1.  '-"Name  of  Agency  Served. 

2.  City  and-  State  in  which  service  rendered. 
3V.  Month",  in  which  service  rendered. 

^.    llanc  . of  inspector  or  inspectors  rendering  service. 

5»    Amount  of  time  involved  and  expenses  incurred,  if  any. 

^Except  as  noted  below,  only  the  basic  information  and  original  Form  FDA- 
I4.95  arc  required. 

*       CP. A.-    Basic  information 

Name  of  person  requesting  service 
Commodity  or  commodities  inspected 
Order  or  other  identifying  number  of  OPA 
Certificate  numbers 


U.S.  Public  Health-Marine -Hospital 

.  Basic  information 
Quantity  of  food  inspected 
Portion  of  food  accepted  and  rejected 
Their  appropriation,  allotment,  encumbrance, 

encumbrance  liquidation  and  authorization  numbers. 
Certification  by  Medical  Director  requesting  and 
.        :  receiving  service. 

FDA-l|95*in  duplicate,  both  copies  manually  certified, 
-      .(One  copy  of  Form  FDA-U95  rcust  accompany  our  invoice). 


-  7  ~    Administrative  Letter  No.  ;>3 


Kftist  accompany  our  invoice). 

War  Shipping  Administration  ("Food  Control"  inspections  only) 
Basic  information 

Order  or  other  identifying  number  of  YfSA 
Name  of  person  requesting  service 
Conmodity  or  commodities  inspected 
Quantity  inspected 

Heme  arid  address  of  warehouse  where  food  located 
Certificate  Numbers 

SERVICES  RENDERED  BY  SITE  IBSIjraqRS 

The  following  procedure  has  now  been  established  in  cases  where  State  Inspecto; 
assist  with  the  Inspection  services. 

1.  State  invoices  should  be  prepared  in  triplicate. 

2.  Each  copy  must  bear  certification  of  service,  manually 

signed  by  State  official  having  such  authority, 
3#     Invoice  should  be  sent  to  Field  Office  requesting 

service,  or  Federal-State  supervisor  located  within 

the  area  the  service  is  rendered, 
Lj.#     Officer  in  Charge  should  have  service  checked  and,-  if 

found  in  order,  initial  invoice  -in  lower "left rhand  corner. 
5»     Invoice  should  be  forwarded  to  this  office  direct  from  our 

Field  Office  or  Federal-State  Supervisor. 
6.     Following  short  form  of  certification  now  acceptable  -  "I 

certify  that  the  above  bill  is  correct  and  just  and 

that  payment  therefor  has  net  been  received." 

Do  not  endeavor  to  handle  these  vouchers  through  the  Area  Fiscal  Offices 

All  vouchers  covering  this  type  of  service  are  handled  by  this  office. 

In  a  few  States,  regulations  prohibit  the  direct  collection  of  such  funds.  In 
these  cases,   it  mil  be  necessary  for  Field  Offices  or  Federal-State  Supervisors  re- 
port the  service  by  letter,   so  arrangements  may  be  made  to  credit  such  service  to 
the  Stat  e • 

17.  C.  Hasbrouck 
Administrative  Officer 


Veterans  Basic  Information 

Nome  of  Hospital  served. 
FDA -14.95  in  duplicate* 
(One  copy  afHtforn  TDA-i^ 


